SenderMame

sender’s Title or Position
Sender’s Organization Mame
SenderStreet Address

City, State, Zip Code

Date: DD/MM/YYYY

Recipient’s Namea

Recipient’s Position or Title
Recipient’s Organization Name
Recipient’s Street Address
City, State, Zip Code

DearSir Madam,

| am writing this letter to bring your attention that | am not satisfied with your quality of services provided at
(business name). | am talking about the services | took on DD/MM/YYYY
and want to let you know | was very upset with your staff's performance. They used to deal with me guite
inefficiently and did not show their interest which they must show while dealing with regular customers.

| have been a regular client of your business but now | am completely disappointed. | expect quality services
from you and request you to address this issue with immediate attention. | expect full compensation and look
forward to your replies within shortesttime.

¥aurs Sincerely

Write Your Name Here




